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Medical Care Compliance Administration - DHMH

Division of Long Term Care

Commnniry Sprvirps
nl vi SION

Item
No. Doirription Retention

1

Home Health SURS Cases - Record consists of SURS case
record and exception logs. MMIS Provider File, re-
ports, Home Health Certificates and Treatment Plans

Home Health Provider Agency Files - Records consist of
correspondence between DHMH and the Provider Agency.

Home Health Recipient Files - Records consist of Pre-
authorization for home health, worksheets, medical
records requests, certificates and treatment plans.

Home Health Unapproved Recipient Preauthorization
Records consist of Home Health Service requests,
certificates, treatment plans, and correspondence
to Provider Agency.

Personal Care SURS Cases - Records consist of SURS
Provider Exception Log, SURS Claim Detail reports, .
MMIS data, CAse Manager records and provider records.

Personal Care Case Manager Files - Records consist of
Personal Care Services applications and plans of care,
cases reviewed sheets, provider's record, computer
printouts and correspondence.

Personal Care Provider Files - Records consist of
Personal Care Provider Applications and reference
letters, agreements, invoices, contact sheets, corres-
pondence, and termination notices.

Retain in office until
case has been completed anc
for 2 years thereafter;
transfer to Records Ctr.
for additional two years;
then destroy.

Retain in office for 5
years after service acti-
vity ceases and then destrcy

Retain in office for 1 year
after service ceases, trans
fer to Records Ctr. for
additional 4 years; then
destroy.

Retain in office for 1 year
transfer to Records Ctr. fc
additional 4 years, then
destroy.

Retain in office until case
completed and for 2 years
thereafter; transfer to
Records Ctr. for additional
3 years; then destroy.

Retain in office for 5 year
after service ceases and
destroy.

Retain in office for 2 year
after service ceases; then
transfer to Records Ctr. fo|r
additional 3 years; then
destroy.
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DCS-558-1A RECORDS RETENTION AMD DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Description

SCHEDULE
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Retention

Personal Care Recipient Letters - Records consist of
Personal Care Service Applications, Plans of Care, request
for level of care, level of care preauthorization, request
for transfers of case management, log books, MMIS data and
providers' records.

Retain in office for two years
after service ceases then trans
fer to Records Center for ah
additional three years; then
destroy.



)IT*
INSTRUCTIONS--TYPE OR PHI NT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

^fflTH RECORDS RETENTION SCHEDULE
H l C S 3 5 0-1)

| 1. DEPARTMENT/AGENCY

DHMH/MCCA

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX*275

JESSUP, MARYLAND 20794

2. DIVISION

Long Term Care

AGENCY RECORDS INVENTORY

PAGE 1 OF 8

3. UNIT

Community Services • •

DEFINITION-RECORD SERIES-* O B O U P O r B K L A T e o RECORDS NORMALLY FILED AND USED AS A UNIT FOR . ... _
REFERENCE AS »EU. Afl RETENTION AND DISPOSITION PURPOSE9 • • '

1 . . . . . .
j 4. RECORD SERIES TITLE

j Home Health SURS Cases

5. EARLIEST YEAR/LATEST YEAR

1985 TO 1988

6. RECORD SERIES DESCRIPTION lBRIIC|rl-Y DESCRIBE THE TYPES OF" INFORMATION/DOCUMENTS/PORMS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEITIES)

Folder consists of a "SUKS Provider Exception Log" attached to the left inside flap of the
folder. Contents would include "SCU Case_Record Log" (DHMH 1185V),"SURS Case File Summary
Sheet" (DHMH 1185KK),"Contact Record" (DHMH 1185W), "Corrective Action Report" (DHMH 1185X),
Request for Medical Record letter, "Home Health Certification & Plan of Treatment" (HCFA 485),
MMIS Provider File, and SURS Provider Exception Profile Report. Once the case is investigated,
a "Final Decision Report" (DHMH 1185Y) is written to summarize the investigator's findings.

7. RECORD SERIES FORMAT(S]

HXLETTER SIZE D MICROFILM

^ B LEGAL SIZE O COMFUTER TAPE

^TJ BOUND BOOK O FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

^ D OTHERJ SPECIFY)

8. RECORD SERIES SEQUENCE

^S ALPHABETICAL

D NUMERICAL

O CHRONOLOGICAL.

O GEOGRAPHICAL

D OTHER(SPECIFY)

11 • FILE IS USED

D DAILY O WEEKLY # MONTHLY -

13. CURRENT LOCATION(S) ( BLDG ., FLOOR. ROOM )

300 W. Preston Street - 3rd floor
Room 308

15. ACCESS RESTRICTIONS Q YES O NO

{IF YEG , CITE LA«r(s) & REOUUAT 1 ON ( S )
COMAR 10.01.08

17. IS AN INDEX SYSTEM USED? (|fr YES.EJJ'LAIN

BKIErLY AND DESCRIBE ANY HAnDBARe/SOFTWARE)

D YES S* NO

•

19. NAME AND T1TLE OF-PREPARER

Judith A. Angell (V
Administrative Specialist

9. VOLUME
0 FILE DRAWER(S)
O MICROFILM REEL(S)

, Six O COMPUTER TAPE(S)
NUMBER Q O T H E R { S p E c l F YJ

10. ANNUAL ACCUMULATION
S FILE DRAWER(S)
D MICROFILM REEL(S)

two _ '
RUVBETT ° COMPUTER TAPE(S)

• OTHFR/KPFriFYl12 • FILE BECOMES INACTIVE AFTER after
two D MONTHfS)

 : ** YEARfs} completion
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF YES, SPECIFY /.OENCV OR OFFICE)
D YES XQ NO

16. AUDIT REQUIREMENTS

D NONE O STATE TO FEDERAL D INDEPENDENT

I B . RECOMMENDED RETENT 1 ON

Retain in office until case has been com-
pleted and for two (2) years thereafter.
Then transfer to State Records Center for
three (3) years and destroy.

20. TELEPHONE NUMBER

225-1448-

21. DATE

7/18/88

D C S 5 5 0 - 4 ( R E V I S E D 2 / B 7 >



\rn
UJSTt^UCTIOTIg- -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

ITH RECORDS RETENTION SCHEDULE

>G3 3 5 0-1 )

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

72 7 8 WATERLOO ROAD

P.O. BOX 273

JESSUP, MARYLAND 2 0794

AGENCY RECORDS INVENTORY

PAGE OF

1. DEFARTMENT/AGENCY

DHMH/MCCA

2. DIVISION

T.onp Term Care

3. UNIT

Community Services

DEFINITION •RECORD SERIES-A O R O U P Or R K L A T E D RECORDS NORMALLY FILED AND USED AS A UNIT rOR
WErtHEWCE AS SELL Ag RETENTION AND DlflrOSITION PURrO3E3 •_

| 4. RECORD SERIES TITLE ='"
I
i Home Health Provider Agency Files

"- 'fV^: 5. EARLIEST YEAR/LATEST YEAR

1985 TO 1988

! 6. RECORD SERIES DESCRIPTION lBRIrrl-Y DESCRIBE THE TYPES Or INFORMATI ON/DOCUHCNTB/rORKS POUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR rONCTtON Of THE BErrlES)

Folder consists of correspondence between the Department and the Provider Agency.

7. RECORD SERIES FORMAT(S)

£kLETTER SIZE D MICROFILM

^ C LEGAL SIZE ° COMPUTER TAPE

^^J BOUND BOOK D FLOPPY DISK

D AUDIO TAPE O VIDEO TAPE

• OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

•^ALPHABETICAL

D NUMERICAL

D CHRONOLOGICAL.

D GEOGRAPHICAL

D OTHER(SPECIFYJ

9. VOLUME

flXFILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE ( S J

NUMBER D O T H E R ( S p E c l F Y j

two

t 0. ANNUAL ACCUMULAT1ON

0 FILE DRAWER(S)

,12 D MICROFILM REEL(S)

NULDE^ D COMPUTER TAPE(S J

D {TTHFR( SPFr 1^^.

FILE BECOMES INACTIVE AFTER Service
f i v e • MONTH(S) ^ YEAR(S)Activity

II. FILE IS USED

BXDAILY D WEEKLY D MONTHLY

12.

NUHCER I
ceases -' ••

14. IS RECORD SERIES DUPLICATED ELSEWHERE T "T>.Ci—taj.13. CURRENT LOCATION(S) { BLDG. , FLOOR. ROOM J

300 W. Preston Street - 3rd floor
Room 308

l i r YES, BpecirY /.OENCY OR orricE)
D YES EIXNO

i

15. ACCESS RESTRICTIONS HXYES ° NO

( IT YEB, CITE LAB(B) & REOULATI ON( SJ

COMAR 10.01.08

1 6 . AUDIT REQUIREMENTS

10XNONE D STATE D FEDERAL D INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED7 ( i f Y E O . E J J ' L A I N

BRIEFLY AND DESCRIBE ANY HAnDBARe/SOTTWAREJ

• YES W NO

IB. RECOMMENDED RETENTION- Retain in office
for five (5) years after service activity

ceases and then destroy. -'• .-_...

A*-

1 9 . NAME AND TITLE OF RREPA/tER
Judith A. Angell Of
Administrative Specialist

2 0 . TELEPHONE NUMBER

225-1448

2 I . DATE

7/18/88

D C S 3 5 0 - 4 ( F t E V I S E D 2 / B 7 > . ,.., .... . _Svv^.,,-.. >M.~»: . * , . , H « « ' « . » > ^r,4t&*j£t<»&i*k£iti*&Si.*''- •" • ±^i)mirw&A£>Si*ii*i~*



7 //7?
INSTRUCT I QMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORxARO

»TH RECORDS RETENTION SCHEDULEGS 350-1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX*273

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

I I . DEPARTMENT/AGENCY

DHMH/MCCA
2. DIVISION

Long Term Care
3 . UNIT

Community Services

DEFINITION-RECORD SERIES-* OBOUI" O F RELATED RECORDS NORMALLY1 FILED AND USED AS A UNIT TOR
HgrtREWCg AS BELL A8 RETENTION AND DISPOSITION PURPOSES •__

4. RECORD SERIES TITLE

Home Health Recipient Files
5. EARLIEST YEAR/LATEST YEAR

1985 TO 1988

6. RECORD SERIES DESCRIPTION lBRIItri-Y DESCRIBE THE TYPES OP" IN FORMAT I ON/DOCUMENTS/ FORMS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE BEITIEBJ

Folder consists of a Home Health Preauthorization Flag Sheet attached to the left inside
flap of the folder. Contents would include "Preauthorization Request for Home Health
Services" (DHMH 3339), a worksheet, letter requesting medical records, "Home Health
Certification and Plan of Treatment" (HCFA 485), and "Plan of Treatment Update and Patient
Information Addendum" (HCFA 487).

7. RECORD SERIES FORMAT(S)

B LETTER SIZE D MICROFILM

(LEGAL SIZE D COMFUTER TAPE

O BOUND BOOK D FLOPPY DISK

O AUDIO TAPE D VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

H ALPHABETICAL

O NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

B FILE DRAWER(S)
O MICROFILM REEL(S)

eight Q COMPUTER TAPE(s)
N U M B C R D OTHER{SPECIFY)

I 0 . ANNUAL ACCUMULATION

B FILE DRAWER(S)

t w Q D MICROFILM REEL(S)
NlilrfBEiR ° COMPUTER TAPE(S)

• D nTHFB(SPFriFY)

II. FILE IS USED

63 DAILY D WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER af ter servicis
D MONTH(S) n YEARCVfceases i

13. CURRENT LOCATION(S) ( BLDG ., FLOOR. ROOM )

300 W. Preston Street - 3rd floor
Room 308

14. IS RECORD SERIES DUPLICATED ELSEWHERET

lir YES, SPECIFY AOENCY OR OFFICE)
D YES XJ NO >

15. ACCESS RESTRICTIONS B YES D N O

(IF YEG, CITE LAB(fl) & REOULATION(s]
COMAR 1 0 . 0 1 . 0 8

1 6 . AUDIT RECU1REMENTS

» NONE D STATE D FEDERAL ° INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED7 ( I F Y E S , E > J > L A I N

BRIEFLY AKD DESCRIBE ANY HAF1DB ARE;/ SOFTWARE )

D YES GP NO

IB. RECOMMENDED RETENTION

Retain in office for one (1) year after
service ceases. Then transfer to the
State Records Center for four (4) years
and destroy.

19. NAME AND TITLE OF PREPAREK

Judith A. Angell y
Administrative Specialist

20. TELEPHONE NUMBER

225-1448

2 I . DATE

8/25/88

DCS 35 0-a Ircvisrn il- !1



)(T9
INSTRUCT IQM3--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
ITH RECORDS RETENTION SCHEDULE
CS 3 5 0-1)

•

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX *273
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 4 OF 8

1. DEFARTMENT/AGENCY

DHMH/MCCA

2. DIVISION

LONG TERM CARE
3. UNIT

COMMUNITY SERVICES

DEFINITION •RECORD SERIES-* O R O U P O r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
WEreRENCE AS BELL A8 RETENTION AND DISPOSITION PUBPOSEa •

I «. RECORD SERIES TITLE

! Home Health Unapproved Recipient Preauthorizations

5. EARLIEST YEAR/LATEST YEAR
1985 TO 1988

! 6. RECORD SERIES DESCRIPTION fBRI*rl-Y DESCRIBE THE TYPES OP" INFORMATION/DOCUMENTS/FORMS POUND
•IN THE SERIES. _ INCLUDE THE rURPOSC OR FUNCTION OP THE SEITIES)

Folder contents include a "Preauthorization Request for Home Health Services" (DHMH'3339;)-,

"Home Health Certification and Plan of^Treatment" (HCFA 485), and any correspondence to the

•provider agency.

7. RECORD SERIES FORMAT(S)

XKLETTER SIZE O MICROFILM

£B LEGAL SIZE • COMPUTER TAPE

^U BOUND BOOK D FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

^O OTHER (SPECIFY)

8. RECORD SERIES SEQUENCE

fi ALPHABETICAL

P NUMERICAL

O CHRONOLOGICAL

D GEOGRAPHICAL

O OTHER(SPECIFY)

11 * FILE IS USED

B DAILY Q WEEKLY • MONTHLY •

13. CURRENT LOCATION(S) ( BLDG.. FLOOR. ROOM )

300 W. Preston Street - 3rd floor

Room 308

15. ACCESS RESTRICTIONS £xYES • NO

( IP YEB, CITE LABr(s) Be REOULAT 1 ON ( S )

COMAR 10.01.08

17. IS AN INDEX SYSTEM USEDT (|p YEB.EXPLAIN

BKIEPLY AND DESCRtEE ANY HARDWARE;/SOFTWARE )

O YES 1& NO

•

19. NAME AND TITLE OFAPOEPARER

Judith A. Angell ^
Administrative Specialist

8. VOLUME
O FILE DRAWER(S)
O MICROFILM REEL(S)

One Q COMPUTER TAPE(S)
N U M B E R Q oTHERfspEcjTYj

I 0. ANNUAL ACCUMULATION

£ FILE DRAWER(S)

. / 2
 a MICROFILM REEL(S)

WILBER D COMPUTER TAPE(S)
D nTHFRl RPfT 1 FY 1

1 2 • FILE BECOMES INACTIVE AFTER
O n e D MONTH(S) ! X8 YEAR(S)
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(•IP YES, BPECIPY AOEKCY OR O P P I C E )

D YES ® NO

16. AUDIT REQUIREMENTS

ZKNONE O STATE O FEDERAL Q INDEPENDENT

I 8. RECOMMENDED RETENT1ON

Retain in office for one (1) year. Then

transfer to the State Records Center for

four (4) years and destroy.

1

20. TELEPHONE NUMBER

225-1448 •

21. DATE

7/18/88

D C S 5 5 0 - 4 I R E V I S E D 2 / B 7 >



INSTKUCTICN5--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

ITH RECORDS RETENTION SCHEDULE

'GS 3 5 0-1)
•

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX*27S

JESSUP, MARYLAND 2 07 94

;/•?*?

AGENCY RECORDS INVENTORY

PACE OF

1. DEPARTMENT/AGENCY
DHMH/MCCA

2. DIVISION
LONG TERM CARE

3. UNIT
COMMUNITY SERVICES

DEFINITION-RECORD SERIES-* O R O U P O r R B L A T E D RECORDS NORMALLY FILED AND USED AS A UNIT rOR
WEFERENCE AS BELL AB RETENTION AND DISPOSITION PURrOSEB .-••'.w

4. RECORD SERIES TITLE
Personal Care SURS Cases

5. EARLIEST YEAR/LATEST YEAR
1981 TO 1988

RECORD SERIES DESCRIPTION JBRIrfrl-Y DESCRIBE THE TYPES OF INFORMATION/DOCUMENT8/PORM8 FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SCrrlES]

Folder consists of a "SURS Provider Exception Log" attached to the left inside flap of the
folder. Contents would include SURS Claim Detail,"SCU Case Record Log" (DHMH1185V), "SURS
Case File Summary Sheet" (DHMH'1185KKT, Contact Record, "Corrective Action Report" (DHMH 1185
X), MMIS Provider File, MMIS Provider Location Segment, correspondence regarding the case,
and "Final Decision Report" (DHMH 1185Y). The case manager record would also include Case -Mgr.
Medical Record Review. The provider record would also include "Personal Care Services Agree-
ment" (DHMH 307), "Case Manager's Care Plan " (DHMH 306), "Provider Instructions "(DHMH 310),
Provider's Record" (DHMH 311), and MMIS Provider Category Segment.

7.

B

•

O

"^

RECORD SERIES FORMAT(S)

LETTER SIZE D MICROFILM

LEGAL SIZE D COMPUTER TAPE

BOUND BOOK D FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ALPHABETICAL

O NUMERICAL

D CHRONOLOGICAL.

D GEOGRAPHICAL

O OTHER[SPECIFY)

9. VOLUME

XQ FILE DRAWER(S)
• MICROFILM REEL(S)

two Q COMPUTER TAPE(S)
N U M B E R Q OTHER{SPECIFY)

I 0. ANNUAL ACCUMULATION
XQ FILE DRAWER(S)

Q n e n MICROFILM REEL(S)

RTJRBE"R~ D COMPUTER TAPE ( S )
• D OTHFBfRPFriFYl

II FILE IS USED

D DAILY O WEEKLY ^ MONTHLY

12. FILE BECOMES INACTIVE AFTER
t w o O MONTH(S)

NUMBER
x» VFOB/QI after 'YEAR(S) c o mpi e ti o n j

13. CURRENT LOCATION(S) ( BLDG., FLOOR. ROOM )

300 W. Preston Street, 3rd floor
Room 308

14. IS RECORD SERIES DUPLICATED ELSEWHERET
{•IF YES, SPECIFY AOENCY OR OFFICE )
D YES 8 NO

15. ACCESS RESTRICTIONS XQ YES D NO
(IF YEB, CITE LAB(B) Bt RCQULATIONIS]

COMAR 10.01.08

16. AUDIT REQUIREMENTS

D NONE Q STATE >Q FEDERAL D INDEPENDENT

17 . I S A N I N D E X S Y S T E M U S E D ? ( I F Y t B , E > j > m i H

Bf.-IEFL.Y AND DESCBIEE ANY HAnDBARe/ SOFTWARE )

D YES £)* NO

18. RECOMMENDED RETENTION
Retain in office until case has been com-
pleted and for two (2) years thereafter.
Then transfer to the State Records Center
for three (3) years and destroy.

18. NAME AND TITLE OFAPREPARER

Judith A. Angell ^ ^
Administrative Specialist

20. TELEPHONE NUMBER

225-1448'

2 I . DATE

7/19/88

D C S 3 5 0 - 4 ( R E V I S E D 2/B71



y/7-?
IMSTFxUCTIQMg- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
TH RECORDS RETENTION SCHEDULE
'GS 3 B 0 - I J

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

727B WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 2 07 94

AGENCY RECORDS INVENTORY

PAGE OF

I. DEFARTMENT/AGENCY

DHMH/MCCA
2. DIVISION

Long Term Care
3. UNIT

Community Services

DEFINITION-RECORD SERIES-* O R O U P Or RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
WErERgNCE AS WELL At> RETENTION AMP D I 8PO3 1 T I ON PUBPO3E3 :_

4. RECORD SERIES TITLE
Personal Care Case Manager Files

5. EARLIEST YEAR/LATEST
1981 TO 1988

YEAR

0. RECORD SERIES DESCRIPTION fBRIItrl-Y DESCRIBE THE TYPEO Or IHFORHATION/DOCUMENTS/rORKB FTMJND
•IN THE SERIES. . INCLUDB THE PURPOSE OR FUNCTION OF THE BEITIEG)

Folder would include "Personal Care Services Application and Plan of Care (DHMH 302),
"Provider's Record" (DHMH 311), "Contact Sheet" (DHMH 328), correspondence regarding
the case, computer printouts, "Case Manager Record Review, and "Cases Reviewed Sheets."

7.

I
•

a

a

it

RECORD SERIES FORMAT{S)

LETTER SIZE Q MICROFILM

LEGAL SIZE D COMPUTER TAPE

BOUND BOOK D FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

3d ALPHABETICAL

D NUMERICAL

D CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

X3 FILE DRAWER(S)
D MICROFILM REEL(S)

, o n e , D COMPUTER TAPE(S)
NUMBER a O T H E R ( S P E C 1 F Y )

I 0. ANNUAL ACCUMULATION
3C FILE DRAWER(S)

jj D MICROFILM REEL(S)
NUIUBE'R

 D COMPUTER TAPE ( S )
D QTHTRlsPFriryl

FILE IS USED

D DAILY D WEEKLY H MONTHLY

12. FILE BECOMES INACTIVE AFTER
five
NUMBER

after service
D MONTH( S) 61 Y E A R ( S j , e a s e s _ ,

1 3 . CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM)

300 W. Preston Street - 3rd floor
Room 308

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(IF VES, SPECIFY /.aeNCY OR OFFICE)
D YES 0 NO

15. ACCESS RESTRICTIONS ® YES D NO
(IF YEB, CITE LAB(S) ec REGULATION! S)

COMAR 10.01.08

I 6. AUDIT REQUIREMENTS

^ NONE D STATE O FEDERAL D INDEPENDENT

17. IS AN INDEX SYSTEM USED? (lr YES,E>J>LAIN
BF:IEFLY AKD DESCRIBE ANY HAPDBARE;/SOFTWARE )

a YES a NO

I 8. RECOMMENDED RETENTION
Retain in office for five (5) years after
service ceases and destroy.

19. NAME AND TITLE OF PREPARER

Judith A. Angell
Administrative,. Specialist

DCS 550-a (nnvj^rn ; .'• .-I

20. TELEPHONE NUMBER

225-1448

21. DATE

8/25/88

1



in?
I MSTFOJCT I CMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
I7H RECORDS RETENTION SCHEDULE
GS 3 S 0 • I )

DEPARTMENT OF CENERAL SERVICES
RECORDS MANAGEMENT DIVISION

72 7 8 WATERLOO ROAD
P.O. BOX 273

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 7 OF 8

| I. DEFARTMENT/AGENCY

DHMH/MCCA

2. DIVISION

LONG TERM CARE
3. UNIT

COMMUNITY SERVICES

DEFINITION-RECORD SERIES-* O R O U P O r RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
WgFERgNCE AS t'EU. A« RETENTION AND DISPOSITION PURPOSES •". .-'IV'.'.v

4. RECORD SERIES TITLE

Personal Care Provider Files

V , -.•••«

5. EARLIEST YEAR/LATEST YEAR
1981 TO 1988

0. RECORD SERIES DESCRIPTION (BRIKrMr DESCRIBE THE TYPES OP" INFORMATION/DOCUMENTS/PORKS FOUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE 8EITIES)

Folder would include "Personal Care Provider Application " (DHMH 318), "Reference Letter"
(DHMH 319), "Personal Care Service Agreements" (DHMH 307), "Notice of Termination" (DHMH.314),
"Contact Sheet" (DHMH 328), "Provider ""in^ice" (DHMH 248), "Provider Pending Statement" (DHMH
4088), recovery letters for invoice problems, and correspondence pertaining to the provider.

7. RECORD SERIES FORMAT{S]

Q LETTER SIZE D MICROFILM

^ C LEGAL SIZE ° COMPUTER TAPE

^Tl BOUND BOOK D FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

Q OTHER(SPECIFY}

8. RECORD SERIES SEQUENCE

** ALPHABET1CAL

• NUMERICAL

O CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

1 1' FILE IS USED

OXDA1LY O WEEKLY • MONTHLY •

13. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM)

300 W. Preston Street - 3rd floor
Room 308

15. ACCESS RESTRICTIONS >CX YES D NO

( IP YEB , CITE LAtr(s) & RBOULAT 1 ON ( S )
COMAR 10.01.08

17. IS AN INDEX SYSTEM USED7 (IF V E 8 . O J . L A I N

BRIEFLY AND DEBCfllEE ANY HAriDB ARE;/ SOFTWARE )

O YES G*x NO

•

IB. NAME AND TITLE OF 4>REPARER

Judith A. Angell Mr
Administrative Specialist

9. VOLUME
JO FILE DRAWER(S)
D MICROFILM REEL(S)

nineteeio COMPUTER T A P E ( S )

NUMBER Q oTHERjspECpYj

10. ANNUAL ACCUMULAT1ON
t?FILE DRAWER(S)

four ° MICROFILM REEL(S)
NMIBEV D COMPUTER TAPE(S)

O flTHFRlKPFrlFYl
1 2 • FILE BECOMES INACTIVE AFTER

t W 0 • MONTH(S) fc^YEARfS) activity.
NUMBER

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(IF YES, SPECIFY AOENCY OR OFFICE)

D YES ^ NO

16. AUDIT REQUIREMENTS

XXNONE Q STATE D FEDERAL D INDEPENDENT

I 8 . RECOMMENDED RETENT 1 ON

Retain in office for two (2) years after
service ceases. Then transfer to the
State Records Center for three (3) years
and destroy.

20. TELEPHONE NUMBER

225--1448'

21. DATE

7/19/88

D C S 3 3 0 - 4 ( R E V I S E D 2 / B 7 1



INSTRUCT ICMS- -TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

WITH RECORDS RETENTION SCHEDULE

CS S B 0 - I )

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX*27S

JESSUP, MARYLAND 20794

my
AGENCY RECORDS INVENTORY

PACE 8 OF 8

t . DEPARTMENT/AGENCY

DHMH/MCCA
2. DIVISION

Long Term Care
3. UNIT

Community Services

DEFINITION-RECORD SERIES-* OROUI" o r REI-ATED RECORDS NORMALLY FILED AND USED AS A UNIT TOR
• •' • • REFERENCE A8 WELL Ag RETENTION AND DlgPOSITION PUBrOSE3 "" • • ':&&(*& -•<•

,4. RECORD SERIES TITLE * ' '-; ̂ :'

• Personal Care Recipient Letters
!

5- EARLIEST YEAR/LATEST
1981 ̂  1988

YEAR

6. RECORD SERIES DESCRIPTION / B R I K r l - Y DESCRIBE THE TYPES OP" IHFORMATIOM/DOCUHCNTS/rORMS POUND

, , "'N ,THJE SERIES. . INCLUDB THE PURPOSE OR FUNCTI.ON OF JHE SERIES I

Folder would include "Personal Care Services Application and Plan of Care1" (DHMH 302;, '
"Request for Level 2/Level 3 Personal Care Services" (DHMH 3O2A), "Case Manager's Care Plan"
(DHMH 306), "Provider -Instruction" (DHMH-340), "Provider's Record" (DHMH 311), "Personal Care
Service 60 Day Care Review" (DHMH 313), "Contact Sheet" (DHMH 328), Recipient Preauthorization
Letter for Level 2 and 3, correspondence, Request for Transfer of Case Management Service, .
recipient log'; books, and MMIS Recipient History Summary and History Inquiry.

7.

X 0

•

%

RECORD SERIES FORMAT(S]

LETTER SIZE • MICROFILM

LEGAL SIZE E COMPUTER TAPE

BOUND BOOK D FLOPPY DISK

AUDIO TAPE D VIDEO TAPE

OTHER(SPEC IFY J

8. RECORD SERIES SEQUENCE

>&ALPHABETICAL

a NUMERICAL

D CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

xQ FILE DRAWER(S)
• MICROFILM REEL(S]

four O COMPUTER TAPE(S)
N U M B C R Q OTHER{SPECIFY]

10. ANNUAL ACCUMULATION

TO FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

one
NUMBER

D OTHFB|RPPPIFY)

II FILE IS USED

^DAILY D WEEKLY D MONTHLY

12. FILE BECOMES INACTIVE AFTER after
service

two D MONTH(S) ; >CkYEAR(s} c e a s e s
NUMBER

13. CURRENT LOCATION(S) (BLDG.,FLOOR.ROOM)

300 W. Preston Street, 3rd floor
Room 308

14. IS RECORD SERIES DUPLICATED ELSEWHERE?
(if YES, SPECIFY AOCNCY OR OFFICE)

D YE3 xQ NO

IS. ACCESS RESTRICTIONS y& YES D NO

(if YEB, CITS LAH(S) & REOULATI ON( S]

COMAR 10.01.08

1 6 . AUDIT REQUIREMENTS

XB NONE O STATE D FEDERAL E INDEPENDENT

1 7 . I S AN INDEX SYSTEM USED7 ( I F Y E B . O J - L A I H

BRIEFLY AKD DESCRIEB ANY HAHDBARE;/ SOFTWARE )

O YES B55 NO

1 8 . RECOMMENDED RETENTION

Retain in office for two (2) years after
service ceases. Then transfer to the State
Records Center for three (3) years and
destroy.

19. NAME AND TITLE OF PREPARER
Judith A. Angell 0^
Administrative Specialist

20. TELEPHONE NUMBER

225-1448'

2 I . DATE

7/19/88

D C S 3 3 0 - 4 ( R E V I S E D 2/B7 1


